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Introduction

Overview

The Park Suite Reporting Module was designed to assist you with creating
professional reports based on data collected at the park and CRS. The
Reporting Module generates two types of reports: Financial and Statistical.
Financial reports deal with revenue or financial matters, witkistical

reports deal with numerical facts. The following is a list of the Financial and
Statistical report groups available in the Reporting Module.

Types of Reports

The reporting module has been broken down into two categories: Park reports
and CRS reports. Any reports that provide information related to daily use at
the Park locations will be part of the Park Reports section. Reports that are
generated from the CRS location will be part of the CRS Reports section of
this guide. Please refer to the section of the guide that relates to the reports

that you require.

CRS Reports:
Financial
Accounts Recivable
Cash Disbursements
Cash Receipts
Credit Card
Inventory
Ranger
Refunds
Voids
Vouchers

Park Reports:

Financial

Ranger

Voided Payments
Vouchers By Customer
Credit Cards by Status
Chart of Accounts

Bill For Collection Report

Statistical
Activity
Customer
Demographic
Occupancy
Operator
Reservation

Statistical
Activity
Customer
Operator
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Starting the Reporting Module

Starting the Reporting Module is as simple as opening the application
and logging on. (See your System Administrator if you do not know
your logon name or password.)

Reports Icon

Logging On

1. Select Start—>Programs—ParkSuite—»>Reports) the
Reports application from the Park Suite Program group or
click on the Reports icon on your desktop..

2. In theReports Logonvindow enter your Logon name in the
Namefield and press th&ab key on the keyboard.

3. InthePasswordfield enter your Password and click .
Your Password is confidential and will not appear on the
screen.

4. The database will be activated and the Reporting Module
Screen appears.

System Upgrades

As ReserveAmerica's application developers make enhancements to the
Reporting Module you will occasionally be sent new versions of the software.
To allow your system to accept the new version use the following procedure:

1. Double-click on the application icon to start the Reporting
Module.

2. Log onto the application.

3. ThePark Suite Reporting Moduleindow will appear.

1-2 Reports User's Guide



45 R-Cubed Reporting Module X

Status

W Detail W Debugy

The Rcubed Reporting Module

4. Click the Detail box to open up a window displaying the
results of the update.

5. Click the Debug box to list the upgrades as the system runs
through the Update Report.

6. The Status field will display inserting report data.

7. Click the Update Reports button.When the upgrade is
complete the window will disappear.

Reporting Module Screen

Financial Statistical

Title Bar Reports Reports

iﬂeporting Flodule: *=*Live D atabaze*= - [Incoming Campers List AC-001]

_ Report Name
Main Menu _pf File Actions

Pinancial  Statishcal Mozt Uzed  Ubliies  ‘Window  Help

<D ||

Exit __’m

Exit Ehow Help

L‘%ﬂ%%ﬂm‘%‘

CTtria Swtfow: Trint CIT'&.“\.II GTh Tort

Close Criteria Save Rows Print Close All Graph  Sort

-0
¥

Help
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Creating a Report

Selecting and creating a report using the Reporting Module involves six steps:

1.

Start theReporting Module application andog onto the
system.

Use the Report Reference that follows, to review the Report
descriptions. Choose the report that meets your
requirements. Note whether it is a Financial or Statistical
report.

Open the report group menu to which this report belongs.
For example, for repoiftransaction Series open the
Financial, then theRanger menu.

Selectthe report to be created.

Select the Report Criter{@efer to Chapter Zelecting
Report Criteriafor further information).

Generate the report and view it on screen before printing.

1-4
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Report Reference

The following is a list of reports available in the Reporting Module. A dollar
sign beside the report prefix indicates the report is a financial report. The letter
N in brackets represents the same report, as it is in the NRRS version of the
application.

Park Reports:
AC Activity Reports

(N)PO_AC1 Incoming Campers List Shows the campers expected to
arrive at the park for the selected
date. It provides information about
the reservation, customer, length of
stay, site, vehicles, and fees.

(N)PO_AC2 Outgoing Campers List Shows the campers expected to
depart from the park for the selected
date. It provides information about
the customer, site and outstanding
fees owing.

(N)PO_AC3 Canceled Campers List Shows information specific to
canceled reservations for a time
period. It provides information about
the site, arrival and departure dates,
customer, reservation ID, and fees.

(N)PO_AC4 Current Campers List  Shows a listing of campers currently
in the park. It provides site specific
information about the
arrival/departure dates, customer
name, and number of people and
vehicles.

(N)PO_AC5 Occupants List Shows a listing of all campers and
vehicles by site.

(N)PO_AC6 Reqgistration List Shows all current registrations in the
campground as well as all
registration scheduled to arrive over
a time period.

(N)PO_AC7 Vehicle List Displays all vehicles in the park
assigned to sites.

Introduction
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(N)PO_CU3

(N)PO_OP1

(N)PO_OP2

(N)PO_OP3

(N)PO_RR1

(N)PO_RR2

N)PO_VD1

(N)PO_VO1

(N)PO_CA1

(N)PO_CB1
(N)PO_BC1

Customer Reports

Customer History
Summary

Operator Reports

Activity by Operator

Operator Overrides

Turnaway Summary

($)Ranger Reports

Transaction Series

Ranger Receipt Detail
List

($)Financial

Voided Payments

Vouchers by Customer

Chart of Accounts

Credit card By Status

Bill For Collection

Summarizes customer stay
information.

Shows the activities that each
operator performs.

Shows the rules overridden by
operators for a particular operator,
location and date.

Shows the number of customers
turned away by operator, location
and reason.

Lists receipt ranges for each Ranger
over the specified time period.

Lists receipt and refund amounts for
each Ranger over the specified time
period.

Lists all voided transactions
produced for the specified location
and time period. This is a cash based
report.

Shows voucher details by customer.

Shows the general ledger accounts
used by the financial system,
including account types, Ids,
descriptions and status.

Reports User's Guide



CRS Reports:

AC
AC-001

AC-002

AC-003

AC-004

AC-005

AC-006

AC-007

AC-008

AR (%)

AR-005

Activity Reports

Incoming Campers List

Outgoing Campers List

Canceled Campers List

Current Campers List

Occupants List

Registration List

Vehicle List

Current Campers List
without Notes

Shows the campers expected to
arrive at the park for the selected
date. It provides information about
the reservation, customer, length of
stay, site, vehicles, and fees.

Shows the campers expected to
depart from the park for the selected
date. It provides information about
the customer, site and outstanding
fees owing.

Shows information specific to
canceled reservations for a time
period. It provides information about
the site, arrival and departure dates,
customer, reservation ID, and fees.

Shows a listing of campers currently
in the park. It provides site specific
information about the
arrival/departure dates, customer
name, and number of people and
vehicles.

Shows a listing of all campers and
vehicles by site.

Shows all current registrations in the
campground as well as all
registration scheduled to arrive over
a time period.

Displays all vehicles in the park
assigned to sites.

Shows a listing of campers currently
in the park without notes.

Accounts Receivable Reports

Receivables Ledger

Shows all customer charges and
payments. The report is location
based and for a time period.
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AR-006

AR-007

CB ($)

CB-001

CB-002

CB-003

CD ($)

CD-001

CD-002

CD-003

CD-004

Outstanding Balances for

Current Campers

Outstanding Balances by
Reservation

Credit Card Reports
Credit Batch Summary

Credit Batch Detall

Credit Card By Status

Cash Disbursement
Reports

Cash Disbursements by
Location

Cash Disbursements
Refund Ledger

Cash Disbursements
Journal

Cash Disbursements by
Type

Lists campers in the park with
outstanding balances The report is
location based and for a time period.

Lists campers in the park with
outstanding balances The report is
location based and for a time period.

Shows the date and amount of credit
card charges that were processed.
Charges are categorized by card type.

Shows each transaction grouped by
credit card for the specified location
and time period.

Shows declined credit cards for a
particular period.

Shows summary cash disbursements
information. This report is location
based.

Shows all cash disbursement
transactions that relate to refunds.
The report is location based and is
specific to a time period.

Shows all cash disbursement
transactions. The report is location
based and is specific to a time period.

Shows cash disbursements by type
and associated customer.
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CR ($)
CR-001

CR-002

CR-003

CR-004

CR-005

CR-012

Cash Receipt Reports

Operator Close Out Detalil
Report

Operator Reconciliation
Report

Location Close Out Detail
Report

Location Reconciliation
Report

Location Reconciliation by
Operator

Bank Deposit

Shows cash received (Debit) and
cash refunds (Credit) for each
transaction that the specified
operator handled.

Summarizes the net cash received —
the amount of cash received minus
the amount of any refunds paid — for
the specified operator and location.
Cash received is summarized by
payment method and by date.

Shows cash received and cash
refunds for all operators for a
specified location.

Shows daily totals of net cash
received by payment method, date,
and specified location. Cash totals
from each operator are summed to
provide the daily location total.

Summarizes the net cash received for
all operators at the specified

location. Cash received is
summarized by payment method and
date.

Shows non-credit card transactions
for deposit.
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Cu
CU-001

CU-002

CuU-003

CU-004

CU-005

CU-006

DM
DM-001

DM-002

Customer Reports

Customer Summary

Reservation History by
Customer

Customer Detail

Customer Reservation
Stays

Customer Balance
Outstanding

Customer History
Summary

Demographic Reports

Customer Demographics

Customer Residency

Shows summary reservation history
by customer, including the number
of reservations, cancellations,
transfers and voids.

Shows detailed reservation history
by customer. The report is run from
the central reservation center.

Shows the details of a customer
record, including name, address, and
telephone number.

Shows detailed registration history by
customer. This report is run at the
park.

Shows customer outstanding
balances arising from making a
reservation.

Summarizes information found in
CU-004.

Shows the state/province from where
park visitors came.

Shows the country, state/province,
and cities from which park visitors
came. The report is for a time period.
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IV-001

IV-002

OoP
OP-001

OP-002

OP-003

OP-004

OP-005

OP-006

OP-007

OP-008

OR
OR-001

OR-002

($)Inventory Reports

Inventory Stock on Hand

Inventory Reorder Report

Operator Reports

Cancellations by Location,

Operator

Activity by Operator

Operator Comparison
Report

Operator Overrides

Turnaway Summary

Turnaway Detall

Disposition by Operator

Disposition by Park

Occupancy Reports

Occupancy Reports

Park Usage Summary

Shows a location’s available
merchandise inventory.

Shows a location’s merchandise
inventory where the present level is
equal to or less than the minimum
reorder quantity.

Shows cancellations made by
operators. Provides the Operator ID,
location, reservation ID, date and
customer name.

Shows the activities that each
operator performs.

Shows a comparison of operator
activities. Summary information by
operator is shown.

Shows the rules overridden by
operators for a particular operator,
location and date.

Shows the number of customers
turned away by operator, location and
reason.

Shows a detail list of Turnaway
transactions.

Lists the call dispositions for the
given operator and time period.

Summarizes the number of calls for
each park and the call disposition.

Shows park occupancy statistics. The
user may select to view data on a
daily, monthly or annual basis.

Shows occupancy and occupancy
rates for reservable facilities.
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OR-003 Park Usage Summary by Shows park occupancy by date.
Date Information includes the percentage
of occupied sites, the total number of
people per site and average number
of people per site.

OR-004 Site Availability Summary Show site availability status grouped
by site type and date.

RF ($) Refund Reports

RF-001 Refund Summary by Shows summary information by
Location refund status. The report is location
based for a specified time period.
RF-002 Refunds Pending by Shows the pending refunds by a
Location specific location. Pending refunds are

awaiting to be approved or declined.

RF-004 Refunds Paid by Location Shows the paid refunds by a specific
location.

RF-005 Refund Ledger Shows the details of each refund
transaction where increases are
Credits and decreases are Debits.

RF-006 Refund Journal Shows all refunds, The report is
location based and is specific to a
time period.

RR ($) Ranger Reports

RR-001 Ranger Summary of Shows all cash receipts for the
Receipts specified location and time period.

RR-002 Ranger Product Detail List Detailed list of transactions for the
specific location and time period.

RR-003 Transaction Series Lists receipt ranges for each Ranger
over the specified time period.
RR-004 Ranger Receipt Detalil Lists receipt and refund amounts for
List each Ranger over the specified time
period.
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RV
RV-001

RV-002

RV-003

RV-004

RV-005

RV-006

RV-007

RV-008

VD ($)
VD-001

VD-002

VO (%)

Reservation Reports

Visitor Type

Usage Type Summary

Reservation Methods

Walk-In Vs Reservation

Reservations by Park

Reservations by Site

Reservations by Days in
Advance

Park Referral Report

Void Reports
Voided Payments

Voided Transactions

Voucher Reports

Shows a summary of visitors.
Information is grouped by site and
customer type.

Shows park day and night usage.
Information is grouped by park.

Displays methods used to make
reservations at the park. The report is
location based and can give
information on a daily, monthly or
annual basis.

Shows the break-down of park
customers who made and did not
make reservations. The report is for a
specified location and time period.

Shows the number of reservations
made by location and specified time
period.

Shows the number of reservations for
a park broken down by site.

Shows the number of reservations by
site within a location. The

information is grouped by the
number of days in advance that the
reservation was made.

Shows a summary of park referrals.
including the preferred park, the
referred park and the total number of
referrals

Lists all voided transactions produced
for the specified location and time
period. This is a cash based report.

Lists all voided transactions for the
selected operator, location and time
period. This is a cash based report.
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VO-001

VO-002

VO-003
VO-004

VO-005

VO-006

Vouchers by Location

Aged Vouchers Report

Vouchers by Customer
Voucher Ledger

Voucher Journal

Voucher Payment Ledger

Shows summary voucher information
for all locations.

Shows voucher totals by customer
and when they expire. Voucher
expiry is grouped according to 30 day
intervals.

Shows voucher details by customer.

Shows all voucher transactions for a
selected location and time period.
Both sides of the transaction are
shown.

Shows all voucher transactions for a
selected location and time period.
Only the voucher side of the
transaction is shown.

Shows all voucher payments. The
report is location based and specific
to a time period.
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Accounting Methods Used

The following information is only applicable to the CRS Reporting module
and not the Park Reporting module.

The CRS Reporting Module uses two accounting methods in the Financial
Reports. One is @ash Basednethod, and the other &tcrual Based

Method. The method used to calculate each report will be identified as part of
the report description. Here are the definitions for each, along with an example
to help you understand the difference between the two methods.

In aCash basedaccounting method, revenue is reported in the period when
the related cash collection is made, and expenses are reported in the period
when the related cash disbursements are made.

In anAccrual basedaccounting method, revenue is reported in the income
statement for the period when it is earned (regardless of when it is collected).
Expenses are reported in the period when they are incurred (regardless of
when the cash disbursement is made).

The fundamental difference between the cash and accrual methods is in the
matter of timing. See the following example to clarify the difference.

In December, Bending Pine Park inquired with a company what the price
would be to remove a tree from one of the sites. The company informed the
park that they would remove the tree for $75. The park requested it be done,
provided that the work would be completed before June 1. The tree was
removed in April and the park was billed on May 1. On June 15, the company
received a payment for $75 from the park.

Using the accrual basis method, the company that removed the tree would
include the $75 in their income statement for April, the month that the service
was performed. Any expenses incurred by removing the tree would be treated
as an April expense.

Using the cash basis method, the income would be included in the June
statement; and any expenses incurred, would be included in the statement for
the month which it was paid.

Introduction 1-15



Reporting Module Menus

Menu Bar

The menu bar is located across the top of the main window and contains all
the menu options that are available in the Reports Module. The menus
contain commands, some of which carry out an action immediately; others
which are shown followed by an ellipsis (...), display a dialog box containing
additional options.

Dialog Boxes present the user with additional options, or the ability to enter
and save information on the system.

Accessing Menu Commands

1. Using your mouse, place your cursor on the title of the
menu you wish to view; for examplRgports.

2. Click the left mouse button to view a list of the commands
available for that menu. A list of options will "drop-down"
from the menu bar.

3. To select a menu command, move your cursor to the
command you wish to perform.

4. Click the left mouse button. The action will be carried out
or you will be presented with a dialog box with further
options. For example:

a) Click on theWindow menu - a list of commands
associated with the window menu will now appear
immediately below menu bar.

b) Click on theToolbars option.

c) Click the left-hand mouse button. Theolbars
windowwill now be displayed on your screen.

Reporting Module Menus
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Toolbar

The Toolbar is located diregtunder the Menu Bar and contains several
different graphics icons, or buttanThese allowyou to quicky perform the
most common tasks that are required on a frequent baBisgorting Module
users. This is a quick and gasgay to select certain features that can also be
accessed through the menus.

To use thédButtons from theTool Bar, simply point and click withyour
mouse on the buttoyou wish to use.

The Buttons found in the Tool Bar represent several of the same functions that
are found in the Main Menu. For a listing of these buttons and their functions,
seeReport Module Buttons in the chapter Selecting Report Criteria

LK

¢ b ® & # wm =

The Reporting Module Toolbar

File Menu

Save Rows As

The information thayou enter into the Reporting Module is transferable into
other software packagesyibu use the Save Rows As command. This option
will allow you to save the data thaiu have entered into the database as a
Text file (*.txt), Datalnterchange Format file (*.dif),»>€el™ Worksheet file
(*.xIs), Comma Separated Value file (*.cs)ptus™ Spreadsheet files
(*.wk1, or *.wks), HTML Table (*.html) or dBase™ files (*.dbf). You can
also choose to send the data from a particular repgauioWindows
Clipboard™.

Saving a File

To save a report to a location and have the option to open andyrinedif
report within another application:

1. Start a report from the report module and fromRhe
menu, selecBave Rows As
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File Name:

|Accuunt reports

File Format

# Clipboard T~ Lotus 1-2-3 WK1

T Text " Lotus 1-2-3 WKS
" DIF ~ dBASE 2
"~ Excel ~ dBASE 3

" Comma Separated Values

" HTML Table

W Include Column Labels

0K ‘ Cancel ‘

Save Rows As Window

2. In theFile Namefield, enter a name that you wish to save
the file as.

3. Select the format that you want to save your file in by
clicking your mouse beside the name.

4. To select thénclude Column Labels place a check in the
box by clicking on it with your mouse. If you choose to
Include Column Labels you need to instruct the system to
include theField Namesthat appear on the Reporting
Module formyou are working with, as part of the saved
information.

5. Click on theOK button.

6. In theSave Repomvindow select a location that you want
to save the file to. Choose a file name if you have not
already done so.

7. Click on theSavebutton to continue dtancelto abort the
process.

You may then choose to retrieve this file into an appropriate applicaton for
your use. This is a useful option for users who may want to print out summary
information from a report that has been created at your park, or if you want to
manipulate some of the data from the report in your own spreadsheet or
accounting program.
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Close

Selecting this option will enable you @osethe report that is currently open.
You can also perform this function by selecting @ese Buttonon the
Toolbar. If you wish to close more then one report at a time, usglake All
button on the toolbar or under thdédndow menu, select th€lose All

command.

Printing a Report

Print Range Frint
i Al Cancel
" Selection Er—

i Pages

From To: =
Save
COrientation Copies To Print: ,1—

" Portrait
& Landscape

The Print Current Report Window

To print the current report that is open within the Reporting application:

1.

Select from thé-ile menu—Print (Ctrl.+P) or click on the
Print button located in the Report Module Buttons.

This will open thePrint Current Report windowJse the
options to modify the appearance of the report. If you wish
to change the settings for all of the reports usétire

Setup option also found under théle Menu.

Click on thePrint Range to printAll of the report, a
Selectionor a particulaRange of pages

In theOrientation section seledPortrait by clicking the
circle to print across the narrower part of the page. Select
Landscapeto print across the wider part of the page.

In theCopies to Printfield, enter the number of copies you
wish to print.
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6. Click on theSetup button to ensure the report and the

printer you are sending your report to is set up correctly.
Select the printer you wish to print to.

Printer Setup

Printer:

|
0k,

COMMUMICATEL-32 on FAXMODEM
fHE Laserlet 451 an SHIMEDL WY Hpds)
HF Lazerlet 4bd Plus on WWMFO_MTYLas
Acrobat POPwiter on LPTT:

EPSOM Styluz COLOR 3000 on “AEED:_p

I

Cancel

_Cored |
| Setup..

Printer Setup Window

Click the Setup button within thePrinter Setupwvindow to
modify printing options from th@rint Monitor screen.

Click thePreview button in thePrint Current Report

window to view the report before printing.

From thePrint Previewwindow, choose from the following

options:

e Increaseor Decreasehe view of the report by
clicking on the buttons related to the command
e change the format fromandscapeto Horizontal
by clicking on the buttons related to the command
e click on theClosebutton to stop the printing

process

e or click on thePrint button to print the document

Reporting Module Menus
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& Print Preview

Dutgaing Campors Lzt FO_AC2 Firimi D, ka 15, 300 fre, [6.5.00 om
Fon Calm. o ToCalw. Ma T2 20
R

Semul s Dbres
e L ke T CHvmrelie CoemneTra Chooc horw wran
M b FaIiwF g, itde (L3 = T Gty L= Ty qesd
B M Fairwe Huresieee e elGTL A RoR STedd Jze
Ly [IH FLIEWP Hured, ed (LY T (ROHEN il ELT
M L Faliwp Hured, itee 2 T R WRioHEN AT e
B e Fmwe (I el ROR STl jeee
Ly pan FLIEWP Hurd, e (LY T (ROHEN ATy ELT
M 20 FaIiwF Hurd, qtde (L3 = T Gty L= Faraii qesd
T Py FairWe Furgreee ieze ImETE WG ROHGR rm qese
M [ FailWh Hurdd, iéd iz T Ealdy (ROt ATiaid ELE
M [LH FaIiwF HUreT, itde (L3 = T Gty L= FTETT qesd
B b FmiTWR e e e sl Wo Rode T ymte
M T FiihhH g, e iz T Ealdy WROHEN Tl ELE
M bl FaIiwF Hurd, qtde (L3 JLTERITLIN: ERITE T qesd
M L] Faiiwh Hured, itee 2 T R WRioHEN AT e
M dad FailWT Hurdd, e iz T Ealdy WROHEN T ELE
Ly Ll FLIEWP Hurs, ied (LY T WROHER T it
M i Faliwp Hur i dte 2 T R WRioHEN AT e
B e FmEwe (I el o T 1ese
Ly L [-9LLL] Hurd, ed e [T T (ROHEN FTE FRLT
M L] Faiiwh Hured, itee 2 T R WRioHEN ATETIE e
B e FmiEwn W e TR RokeR T iese
Ly L] Faifwh Hurdd, ed (LY T WROHER T 12t
v e g mgmctomt I degl i I Gk, i o e bt il 1.
Fogeat atrai Irm ctor,
18.00.00'm) L TRk

Portrait 1ncrease‘ Close Erint | d A |

Print Preview Window
10. Click theSavebutton to save changes.

11. Click thePrint button when you are ready to print this
report.

Print Setup

Print Range
& Al
" Selection Doms
£ Pages
Cancel
From To: |

Orientation Copies To Print: |1—

™ Portrait
% Landscape

The Report Print Setup Window

Use theReport Print Setugvindow to setup default settings for all reports
printed within the Reporting Module. To do this:

1. Select from thé&-ile menu—Print Setup.
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2.

Select a print range to determine how much of each report
will be printed. You may choose froAll of the report, a
Selectionor a specifiRange of pagesThe default setting

is normallyAll

In theOrientation section seled®ortrait by clicking the
circle to print across the narrower part of the page. Select
Landscapeto print across the wider part of the page. The
default setting is Landscape.

Click on thePrinter button to ensure the report and the
printer you are sending your report to is set up correctly.
Select the printer you wish to print to.

Printer Setup

Printer:

COMMUMICATE!-32 on F